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28 December 1961
f

. MEMORANDUM FOR: Acting Executive Officer

- SUBJECT - 1 Repert ou Activitied of Recérds Offiesr

A. CURRENT PROJECTS

1. New Procedure, Equipment, and Ferms fov
Receptionists

Revision of DPD Files and Procednres
Selection of New Copy-Reproductien Machine
Sarvey of Recurring Reports Office-wide

Aseistance to SRD on New Equipment Purchases

o T I

Review and Up-dating of Vital Records Schedale

~ B. CONTINUING ACTIVITIES (Since August 1961)

1. Forms Amalysis and Contrel
Analyzed 44 security fomms haviag an ansaal

printing of over 2 millicn coples. Approved
_sgm‘rmwg._md 3 (1/4 million amnually),

2. Equipmenat Ceatrel

mcnd:m&ﬂ Oihhl‘m .,

new items for hlﬂuhmoﬂ“&

'3, Records Systems Surveys and Assistance -
Coaducted thres precedure surveys and replied

and thm staffs.
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to requests for assistancs tnn nhs Divisiens x
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4. Disposal of Inactive Recerds - 2
Promote, review, sad approve recerds m-i.
x.mmua.mmmuu& ’

dectreysd. This eguale om 3¢ safes warth
about $13, 000 and roguiviag the spacs of
fiva doska, .

% Development of Records Administration
Izcreass indlvidusl recerds consclossnass and
competence in each office. Tweaty-twe pocple
from three stalfs and § of the 7 dividiens were
trained {n retiriag recalling recexrds freex B
Rscovréds Center.

¢. FUTURE PLAMS
i. Survey of SRD and PSP Case Control Desk

Z. Iaveatory of Total Records Holdinge in Office of Sacavity

3. Entormal n«u«wmm«:uum
and Sarvices Avalladls

4. Conduct tratning in Reconrds Malntonnneo for Oflice
Employeeo

5., Examine Records Automatioa Possibilities in the
Office of Security '

| | STAT

b3
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STAT
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STAT
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18 Decambdet 1961

MEMORANDUM FOR: Acting Executive Officer

SUBJECT : Repert oa Activities of Rocords Officar

A. CURRENT FRCJECTS

1. New Procsdure, Equipment, and Forms for
Racepticouists

2. Ravision of DPD Files and Procedures

3., Selactiom of New Copy-Rapreduction Machine

4. 3urvey of Recurring Reperts Office-wids

5. Ascistance to SRD on New Equipment Purchisses
é.

Review and Up-dating of Yital Records Schedule

B. CONTINUING ACTIVITIES ($.nce Augast 1961)

1. Furzos Amalysia and Control
raslyzed 44 sscurity fovms baviag as samsual
prioadag of over 2 mililon coplss. Approved
i amd ravised 8. Cancellad 3 (1/4 millien anssaliy).

2. Eguipment Coalrol
Raviewed and approved six requisitiens fav '8
piecen of new records Ottaland goyen
new iterns for testimg in our offices.

V. Recoris 3vetspas Surveys and Aassistaace
Conductsd three procedare suzveys and roplied
to raquests for assistanse from six Divielens
#el three stazis,

o s
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4. Dispesal of Insctive Roconds
Premets, review, aad approve recerds solivamend.
Te date 102 cu. f. wave vetived and 68 o B,

destreyed. Thic eqmals 38 safiss westh
about $13, 000 sad requiring the spaie of
five deshks.

$. Deveiopuasat of Records Adminigtration
Increass individual reserds somscionsness anid
corspetence n sach effice. Twenty-twe jecpls
mmm-:;auzm:-u
trained ta retiviag recailing vreussds frem the
Records Conder.

C. FUTURE PLANS
1. BSurvey ef 32D and PED Cass Contrel Desk
2 murwmi&.umnﬂm

L 8 MR‘&MMMAM
and Ssrviees Avallabie '

4. Condust trelning ia Recosds Maindennnse for Ofllce

Employesas
$. Ezamine Records Auiematien Pesslhilities in the
(?flu of Securily
.‘J STAT
Recovds oor, Office of Bocurity
2
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